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POLI CE CAPTAIN

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e supervi sory and
adm ni strative positions, the primary duty of which 1is
supervi si ng one or nore police departnent services or divisions.
The enployees of this class evaluate and inplenent division
procedures and services, as well as assignnments perfornmed by | aw
enf orcenent officers. Police Captains assist and advise
subordi nates i n conpl ex phases of the | aw enforcenent operations
of the departnment. Police Captains oversee the conpletion and
mai nt enance of records and reports, and the general care and
di sbursenent of equi prent and supplies for the division. Duties
of this class are perforned with little supervision, reporting
to and having work revi ewed by the Deputy Chief of Police. This
class ranks directly bel ow the Deputy Chief of Police.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Supervises the operation of a specialized police departnent
di vi sion and participates in devel opi ng procedures to acconplish
the goals of the division. Assumes conmand of division
operations in the absence of a superior officer. Oversees |aw
enf orcenent activities of the departnment, including patrol,
crowmd and traffic control, accident investigation, special
tactical operations, crimmnal investigation, and handling of
juveniles. Participates or assists in the various respects of a
personnel recruitment and selection programas directed. Sets
tasks priorities and long term goals for subordinates to best
accomplish the goals of the dept. Qutlines responsibilities and
duti es for division personnel, expl aining departnental policies,
procedures and expectations.

Det ermi nes how to organi ze operations of the division, including
how t o depl oy departnent personnel and to provi de services while
m ni m zi ng expense. Eval uates the effectiveness of such services
and discusses evaluations with enployees in charge of areas
inspected to correct or inprove problem areas. Recomends
changes in operational procedures and policies based on
eval uations to the appropriate persons.

Supervi ses police departnent enployees by review ng work as
needed, assigning work schedules and areas, and delegating
assi gnnents. Supervises over or holds neetings with subordi nates
to review, receive or dissemnate information, and to discuss
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work related problens. Counsel s enpl oyees experiencing work
problenms. Monitors work pace and progress in order to eval uate
overall work performance of subordinates. Wites enployee

eval uation reports. Resol ves enpl oyee conpl ai nts and gri evances.
Mai nt ai ns di sci pline by conducting corrective interviews, and by
recomendi ng di sciplinary action to the appointing authority.

Eval uates training needs and provides for enployee training at

all levels within the departnent by scheduling departnent
training or outside training to neet the needs. Provi des on-the-
j ob training. Provides all necessities and assistance in

technical areas to ensure subordinate performance neets
departnment standards.

| nvestigates accidents involving departnent equipnment or
personnel, determ nes the cause, and makes recomendati ons on
procedure to avoid future accidents. Assists in the
participation of an internal affairs review process to
i nvestigate any viol ati ons of the code of conduct for departnment
menbers.

Supervises and participates in the preparation and mai ntenance
of departmental records and reports. Reviews records conpl eted
by subordi nates and periodically inspects systens and facilities
for maintaining such. Conpl etes records and wites reports
required to docunent the activity of the department, including
incident reports. Gathers, conpiles and anal yzes data needed for
reports by utilizing conputer information systens.

Oversees the general care, mmintenance, and use of departnental
property. Supervises the inspections and routine mai ntenance of
equi pnent. Assigns repair and maintenance tasks to qualified
department personnel and ensures conpletion and correctness.
Participates in inventory control by directing the disbursenent
of supplies and equi prent as required.

Answers inquiries or handles conplaints fromthe public about
t he operation of the police departnent or any related areas of
| aw enforcement operations. Prepares news rel eases or any other
type of official department position paper for publication.
Prepares for court testinony by reviewing the | aws of evidence
and all information relevant to the case and testifies in court
as required.

Pronotes a positive public imge of the work of the departnent
inthe daily performance of duties by interacting with conmunity
menbers. Assists with the devel opment of a community rel ations
program writing and del i vering speeches and gi vi ng
denmonstrations on all related | aw enforcenent topics in order to
meet the identified comunity needs. Serves as an official
departnent representative and participates in all neetings,
conferences or conventions as assigned.

Performs any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adnm ssion to
t he exam nati on.

Must nmeet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of promotion, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid driver’s license.

Must be a regul ar and permanent enpl oyee in the class of Police
Li eutenant for at |east one (1) year imediately preceding
closing date for application to the board.
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